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REMINGTON” 
Electric Typewriter 


And no wonder—electricity does the work— 





helps today’s smart women of letters 
turn out such truly beautiful work in so little time, 
with so little effort and so pleasing to the boss. 
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“Vil keep my date... 


thanks to my Edison 
Voicewriter!” 


“What a change the Edison Voicewriter makes in a secretary’s 
days .. . and evenings! If your office is like mine, you know what 
it’s like to spend hours taking dictation . . . then hours transcribing 
your shorthand notes! How, often as not, it means staying over- 
time to get the work out. 

“Not anymore though! With the Voicewriter, you’re hours 
ahead, freed completely from tiresome dictation. Your boss can 
dictate to his Voicewriter anytime, anywhere . . . makes things 
easier for him. While it gives you more time to do a better job... 
more time to be a real executive assistant! 

‘And it’s so easy to transcribe from the Edison Diamond Disc. 
Dictation comes through crisp and clear... with the Voicewriter’s 
unique controls, you’re in command at all times.” 


Edison Voicewriter 


A product of Thomas A. Edison Industries. McGraw-Edison 
Company, West Orange, N. J. In Canada: 32 Front Street W., 
Toronto, Ontario 





poor 





GIVE YOURSELF A CHANCE! 
Ask your boss to let you mail coupon for de- 
tails on the Voicewriter system that’s best for 
you both! No obligation. 


To: 
Edison Voicewriter 
West Orange, New Jersey 


Both my boss and I want to know more 
about what a dictating machine will do 
for us. 


Name 





Boss’s Name 





Company. 





Street 
City 


Zone State 
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Board.of Dire 


LMP. 
Mrs. Marie Starr 
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“... Every Man a Debtor 


99 


to His Profession icles 


Once there was an old man who kept busy planting 
fruit trees. Asked why he worked so diligently at his 
planting, knowing he would not live to see his trees 
bear fruit; he smiiingly explained that years and years 
ago fruit trees had been planted and he had enjoyed 
the fruit. Now he was planting so that generations 
to come would enjoy the fruit of his labor. In this 
story is a compelling message for each member of 
our Association. 

Each of us was entrusted at birth with a precious 
fragment of our Creator to develop for good or evil. 
One of the greatest individual forces behind develop- 
ment is enthusiasm. With the full realization of what 
your membership in NSA means to you, is it not 
appropriate to share this inspiring experience with 
other secretaries—bringing to them the NSA message 
and ideals? 

Frequently, and rightly so, we discuss the growth 
of NSA in terms of size. A more important measure 
of the success of an organization, however, lies in the 
area of the personal growth and achievements of the 
membership. Progress as a unit is the result. 

Carefully scrutinizing our organization, it is evident 
improvements have been made; plans formed to pro- 
vide a continuity of action; and we have many dedi- 
cated members giving of their time and effort in our 
behalf. Let us continue to increase this growth, a 
responsibility belonging to each member, a responsi- 
bility to “plant fruit trees for generations to come.” 

What better time to refresh and renew our interest 
and activity in the welfare of our Association than the 
Easter Season. The word “Easter” itself represents 
the name of the old Teutonic goddess of Spring. To 
Christians everywhere, Easter is an annual celebra- 
tion commemorating Christ’s resurrection. All of us 
are concerned as to what Easter means to us indi- 
vidually. It brings not only a spiritual awakening, 
but a great anticipation that Spring will soon be with 
us. The cold days of winter are soon forgotten when 
the crocuses bravely lift their colorful heads; the sun’s 
rays come through a little warmer; and the robins 
make a debut. The harbingers of Spring are delight- 
fully discovered at Eastertime. 

Whether Easter, with its risen Christ engenders in 
our spirits a feeling of deep religious joy and gladness, 
or whether we approach it purely from a secular stand- 
point, it comes to all of us with a refreshing newness 
and a re-awakening to a wonderful world. A world 
where we have the privilege of forming new friendships 
through association with others in our chapters. 

As we leave the wintry days behind, and look for- 
ward to Spring, let us put renewed life into our chapter 
membership to promote growth through the many 
avenues open to us. 

We wish each of you a joyful and blessed Eastertide. 
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Even the margins are set electrically! on the brilliantly styled Underwood Documentor 
electric typewriter you'll find right and left carriage return keys, margin setting key, as well as tabulator set and clear keys all in 
the keyboard area. Margin stops are moved with electric power and speed. These features, with ultra-fast key response, are impor- 
tant to top-notch typists. Distinctive? To be sure—like all the Underwood office time-savers in the most complete line of business 


machines in the world! This is Visioneering—the ability of Underwood to foresee your particular problem and help you solve it. 


NATIONAL SECRETARIES WEEK — APRIL 24 - 30 underwood 


Best wishes to all the First Ladies of Business everywhere, this week and , 
every week of the year! Underwood Corporation * One Park Ave. * New York 16, N.Y. 














Electric, Standard, and Portable Typewriters; Adding and Accounting Machines; Data Processing Systems; Filing Systems; Supplies; Electronic Systems and Components 

















Those Little Things 


by Agnes E. Carlson, Chairman 


A large part of the secretary’s 
value to her employer is determined 
by her persistence in follow-up and 
her interest in seeing that all details 
of a project are carried through to 
a satisfactory conclusion. 


Leave Nothing to Memory 

When the employer asks his secre- 
tary to do something for him a week 
hence, it should be “‘as good as done.” 
This necessitates a reminder system 
which leaves nothing to the memory. 
The secretary should maintain a good 
tickler system, an appointment cal- 
endar, or use some other effective 
means of daily reminder. Some secre- 
taries combine the use of several 
methods. 

Just as important as the main- 
tenance of these systems is their use 
at the right time. The conscientious 
secretary is a self-starter and arrives 
at her desk early enough each morn- 
ing to organize and check to see 
which things of importance and urg- 
ency will come up during the day. 


Frequently, it is hard to find time 
for follow-up, but we must fit it into 
the day if we are not to lose the value 
of the initial work which now needs 
follow-up. Perhaps the employer as- 
signs certain tasks to department 
heads or other subordinates by means 
of memorandums, of which a file 
copy is kept in the tickler by the 
secretary. Most of these individuals 
will respond on or before the dead- 
line date because they realize the im- 
portance of promptness and want to 
cooperate. But usually there are one 
or two who require prompting. 


Communicate Effectively 
Sometimes the secretary encount- 
ers the eccentric or uncooperative in- 
dividual who will not give clear, con- 
cise answers because it is his habit 
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International Education Committee 


not to cooperate with anyone but the 
top man, thus wasting his own time 
and that of the secretary. This kind 
of situation presents a problem be- 
cause the secretary must get the 
necessary response or information 
somehow without disturbing her em- 
ployer. 

Here is where the secretary may 
do well to start developing the art 
of communicating effectively with 
this individual. Few people refuse 
to respond to a pleasant “you” ap- 
proach. It may pay dividends in 
cooperation if the secretary will make 
it a habit to say something nice to 
this person whenever she encounters 
him. Perhaps she will discover some 
of his personal interests on which she 
can make comment or inquire from 
time to time. 

Usually this approach breaks down 
the barrier and paves the way for co- 
operation when follow-up or promt- 
ing is necessary. While it may take 
a while to pave the road to good- 
will,” the results will be well worth 
the effort. 


Carry Through 


Another aspect of the secretary’s 
job which cannot afford to be over- 
looked is the importance of carrying 
through on all details of a project, 
bringing them all together to a com- 
plete and satisfactory conclusion. 
This calls for just as good attention 
to the seemingly trivial items as to 
the larger and more important ones. 

As an example, let us assume that 
your employer is to take part in an 
important national conference in a 
distant city along with many other 
prominent executives. Your employ- 
er’s assistant is helping to organize 
much of the material which will be 
presented. 

Now, let us suppose that a letter is 


received from the conference chair- 
man, outlining the main topic which 
your employer is expected to cover 
and asking if he wishes to change the 
material in any way. Your employer 
will, of course, dictate a response to 
this letter. In addition to the carbon 
copy for follow-up purposes (which 
you have placed in the tickler for an 
appropriate date), did you remember 
to make an extra copy of the reply 
for your employer’s assistant who 
must be informed on all phases of 
the conference if he is to intelligently 
prepare good material for your em- 
ployer’s use? Did you also give the 
assistant a copy of the letter from the 
conference chairman? 


Then, as a means of being fully 
informed, your employer may write 
to a business colleague and close 
friend who has participated in such 
conferences in past years and ask 
for any suggestions the friend might 
be willing to give, based on exper- 
ience. You place this carbon copy 
in the follow-up file for a certain 
date. 


When the reply from the confer- 
ence chairman is received, you will, of 
course, attach to it the carbon copy 
of the letter in the follow-up. In this 
way, your employer will have in front 
of him everything that has transpired 
so far. But, did you remember to 
make a copy of the reply for the 
use of the assistant who is preparing 
the basic information and data to be 
used by your employer, and did you 
indicate neatly on the original that 
this had been done so that your em- 
ployer will notice this? 


Within a few days you receive a 
preliminary program indicating the 
names of other executives who will 
participate in the conference, as well 


(Continued on Page 25) 
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The other 50 weeks are richer for the two you spend in Rome. 


Wherever in the world you’re going... 


Only your dreams get you there faster than Pan Am Jets 


Faraway places have never been so near, 
thanks to Pan Am Jet Clippers*. . . now 
offering the widest choice of Jet services 
from the U.S. to Europe: 18 cities served, 
22 flights weekly, day and night departures. 

And you'll enjoy travel even more as a 
member of the New Horizons Club, cre- 
ated by Pan Am especially for business- 
women. As a member, you're entitled to 
discounts on perfume, silks, and local spe- 
cialties, admissions to selected clubs, and 
the best available seats to theater and opera. 


*Trade-Marks, Reg. U.S. Pat. Off. 


WORLD’S MOST EXPERIENCED AIRLINE 





New Horizons Club, Pan American World Airways, 
Dept. 12, P.O. Box 2255, New York 17, N. Y. 


(CO Please send me FREE Pan Am’s World-Wide Holiday 
Tour Guide and colorful brochure on Jet Clippers. 


CO Enclosed is $2 for membership in New Horizons Club. 
| will receive (in addition to free folders above): 


e New Horizons Club membership card and pin. 
e Copy of New Horizons* World Guide, 576 pages. 
© 18” x 32” World Map in color, ready for framing. 


Name 





Address. 





City State 
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THE INWARD EYE 


by Jane McKnee 


Reprinted from “Capital Chatter” 
Bulletin of Capital Chapter 
Washington, D. C. 


You have no doubt heard someone 
called “bright-eyed” or “wide-eyed,” 
and you know people who have kind 
eyes, sad eyes, or even cold eyes. But 
do you also know too many people 
who have an overly-developed “in- 
ward eye?” 


These people are those who seem 
not to know you exist even when 
they are looking right at you. This 
affliction may be caused by a too- 
powerful “inward eye” which keeps 
them so busy looking at their lives, 
their wants, and their way of doing 
things that they fail to appreciate the 
feelings, rights, and problems of the 
people around them. They also fail 
to realize that by simply cultivating 
an awareness of others, they can add 
immeasurably to the depth of their 
own personality. 


On the other hand, you may be 
privileged to know people who seem 
so interested in you, with such undi- 
vided attention when you are talking 
with them, they make you feel as 
if the whole world is your oyster 
and you are really important. These 
are the people who have relegated 
their “inward eye” to the proper im- 
portance in their lives. 


When you confine your world to 
your own living quarters—judging 
everything in the light of YOUR of- 
fice, YOUR business, YOUR house- 
keeping procedures, with never a 
thought to learn what is new or dif- 
ferent—you are cramping your life 
and stifling your growth. The con- 
victions of others may differ and 
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you may never be able, or wish to 
coincide your thoughts—but you 
should at least face the fact that 
another’s viewpoint may be based on 
fuller knowledge or experience. By 
being bored with other people and 
being cut off from their ideas, you 
eventually develop a boring person- 
ality to present to others. Interest 
begets interest. 


Don’t be a “But that is not the 
way we do (or have always done) it” 
person. It is axiomatic that you 
either grow or stagnate. Even the 
youngest clerk, stenographer, or mes- 
senger boy may see, with a fresh 
viewpoint, an improvement in things 
you have “always done.” 


Of course, we must all have our 
thoughts first on our own most im- 
mediate problems, responsibilities, 
and future, but sometimes our own 
problems do not loom so large when 
we take the trouble to learn more 
about those around us. 


As a first step toward exercising 
the eye outward, try actually look- 
ing at someone you see often and 
attempt to visualize just what makes 
him tick. Practice your very best 
smile and give him your full atten- 
tion. You may well be rewarded with 
a closer friend or at least a new 
awareness of others. 


Let us all try to lower the veil 
frequently on that “inward eye” and 
look in an outwardly direction to 
gain a different and rewarding per- 
spective. 





The Art of 
READING 


Reprint From Friendly Adventurer 
—Bermingham and Prosser Co. 


To practice the art of reading, de- 
velop a hungry, curious, questing 
mind and then seek your answers in 
books... 


You open doors when you open 
books . . . doors that swing wide to 
unlimited horizons of knowledge, 
wisdom and inspiration that will en- 
large the dimensions of your life . . . 


Through books you can know the 
majesty of great poetry, the wisdom 
of the philosophers, the findings of 
the scientists . . 


Through books you can start to- 
day where the great thinkers of 
yesterday left off, because books 
have immortalized man’s knowledge. 
Thinkers, dead a thousand years, are 
as alive in their books today, as 
when they walked the earth. 


Through books you can orient 
your life to the world you live in 
for books link the past, the present 
and the future. 


Read then, from the vast store- 
house of books at your command! 


Read several books at a time, turn- 
ing from one to the other as your 
mood changes . . . a biography, a 
novel, a volume of history, a book 
about your business. 


Read with a red pencil in your 
hand, underlining the important 
passages, so you can quickly review 
the heart of the book. 

Read something each day. Disci- 
pline yourself to a regular schedule 
of reading. In fifteen minutes a day 
you can read twenty books in a 
year . 

Read to increase your knowledge, 
your background, your awareness, 
your insight... 


Read to lead . . . read to grow! 


—Wilferd A. Peterson. 
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Chapter President 


Speaks on 
Challenge 


by Pearl H. Barter, President 
La Jolla, California Chapter 


Secretaries Week has been set 
aside in honor of secretaries. We have 
gained in our professional outlook 
as well as becoming more alive and 
alert to educational possibilities. 

We should check ourselves to be 
certain we have improved as much as 
our typewriters in the past five years. 
The necessity of adaptability to new 
equipment, new processes and new 
devices has emphasized the need for 
a broad education, a knowledge of 
business law, economics, business ad- 
ministration and human relations. 
At the close of each day ask yourself 
these three questions: 


Have I produced work of the 
highest standard today? 
Have I been strictly professional 
in each contact with others? 
Have I been eager today to learn 
more about the people and 
things of the world in which I 
hold so responsible a position? 
If you can answer “Yes” everytime, 
you are well on your way to becom- 
ing a very valuable secretary. 
In “The Wisdom of Confucius” is 
a very fine lesson: “I will not teach a 
man who is not anxious to learn, and 
will not explain to one who is not try- 
ing to make things clear to himself. If 
I explain one-fourth and the man 
does not go back and reflect and think 
out the implications in the remaining 
three-fourths for himself, I will not 
bother to teach him again.”’ Do not 
worry about people not knowing your 
ability, but worry that you have it. 
The demand for good secretaries 
is increasing yearly. Are you ready 
to meet this challenge? 


Acco binders secure records, invoices, catalogs, 
safely—papers can’t slip out. No needless bulk! 
Unlike ordinary binders, trim, space-saving Acco 
binders slim to their contents—whether 1 sheet or 
1000 sheets. 5 colors. Many sizes — from 36 ¢ up. 


ASK FOR ACCO’s new booklet ® 
“IdeasThat SaveTime and Space” 
—available free at office outfitters. 

GENUINE PRESSBOARD BINDERS 


Or write: ACCO PRODUCTS, 
A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 
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The NATIONAL SECRETARIES ASSOCIATION (International) 


& International BOSS of the YEAR 1960 AWARD 


Presented to 


VISCARDI, JR. 
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“There are no disabled people, only people” is — 


the conviction of Henry Viscardi, Jr., president and 
chairman of the board of Abilities, Inc., NSA’s second 
“Boss of the Year.” 


Born with only stumps for legs, the first seven years 
of his life were spent in hospitals undergoing operation 
after operation. He knew his nurses better than his 
parents. Finally at home, his stumps encased in 
padded boots like boxing gloves, he laughed off the 
taunts of his playmates and stares of smpathetic adults. 
His courage never failed. He rejected pitty. 


His mother, explaining to him one day why he 
was crippled, said: “Hank, it must have been time 
for God to send another crippled child into the world. 
So He looked around at all the families and I think 
He decided the Viscardis would be a good family to 
have a little crippled boy.” That was his mother’s 
philosophy and he accepted it. 


Henry Viscardi was a good student but not a grind. 
He completed elementary and high school in eight 
years, going on to Fordham University. He paid his 
way refreeing basketball games, waiting tables, and 
covering school sports for New York Times. After 
three years he left to take a job as a law clerk and 
attend St. John’s Law School at night. He became a 
tax expert for the government, working hard and 
rising rapidly. 

At this point Mr. Viscardi was twenty-six years old, 
and three feet, eight inches tall. His stumps were 
wearing out and he faced immobility unless something 
could be done. 


His physician, Dr. Robert R. Yanover, told him 
there was a remote possibility artificial legs could be 
made for him. It was almost too much to hope for. 
But on a momentous day a few months later, Henry 
Viscardi put on his first pair of long pants and stood 
five feet, eight inches, and the boxing glove boots 
were gone. 


Dr. Yanover refused payment. “There is no bill, 
Hank,” he said. “But someday, when you get a 
chance, do something to help other cripples. Then 
our account will be squared.” This was to be Henry 
Viscardi’s mission in life. 


During World War II, rejected by the Army, he 
joined the Red Cross as a field service officer, even- 
tually working with amputees, teaching them to walk, 
giving them hope, confidence, and courage. 


Following the war he became a fast-rising young 
executive with a bright future. Success in the business 
world—a world apart from the disabled—was his for 
the asking. But the fame he had gained as a rehabili- 
tation expert with the Red Cross persued him. 


Urged on by his wife, he joined in a venture called 
“Just One Break (Job),” organized to place disabled 
men and women, many of them forgotten war veterans, 
in gainful employment. 


in Hampstead, Long Island, where in 1952 Mr. Vis- 
cardi founded Abilities with eight thousand dollars in 
borrowed funds. Through hard work, resourcefulness, 
and a never-say-die attitude, the company grew, giving 
birth to a second plant in Florida, and a third plant 
in Chattanooga established in December, 1959. As 
Abilities grew, so did the opportunities for disabled 
men and women all over the nation. Today Abilities, 
Inc., is a thriving company employing over four hun- 
dred persons. A company that last year grossed ap- 
proximately three million dollars. A company that is 
showing the world what disabled persons can do. 


Henry Viscardi’s company has opened its doors to 
the world so that others might see his efforts to wipe 
out the ignorance and prejudice that has kept disabled 
persons from taking important roles in society and 
industry. He has traveled far and wide spreading his 
gospel, held siminars, conferences, and all kinds of 
special sessions. He formed a research branch to 
gather information about the disabled: their working 
habits, home lives, adaptability, health, and various 
statistics, to build up a core of knowledge to replace 
the myths. 


Among numerous honors and awards bestowed upon 
Henry Viscardi is a citation from the American Medical 
Association in 1957 for Outstanding Service in his con- 
tribution to the advancement of American medical 
science, medical care, and medical education. Only 
two other such citations have been presented to lay- 
men in the one-hundred and eleven-year-history of 
the American Medical Association. 


He received a Presidential Citation in 1954 for Out- 
standing Work on the employment of the Physically 
Handicapped. In 1958 he was the recipient of the 
first “Gold Knight of Management Award” from the 
National Management Association for outstanding 
leadership in Industrial Management. 


He is active in many organization and has been 
appointed to various committees for the benefit of 
the handicapped. He has been featured in many publi- 
cations and has authored “A Man’s Stature,” an auto- 
biography, and “Give Us the Tools,” with forward by 
Bernard M. Baruch. 


His secretary, Florence Fiedelman, member of 
Queens County Chapter, Long Island, says of her boss: 
“In working with Mr. Viscardi for seven years, I have 
found him to be a man dedicated to the cause of the 
disabled, in which he so deeply believes, because of 
this, he has inspired me with the challenge in striving 
to achieve the goals he has set for himself.” Miss 
Fiedelman is, herself, disabled, as are all employes 
of Abilities, Inc. 

A man’s stature cannot be judged by physical handi- 


cap as evidenced by the courage and determination of 
Henry Viscardi, Jr., NSA’s 1960 “Boss of the Year.” 


From JOB it was a short hop to the vacant garage a me SS 
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Wetter oliving en 
WHEN WOMEN INVADE THE BUSINESS WORLD 


by Mary Ellen Cashmeyer 


Before the year 1880, offices in the 
downtown districts of the large cities 
were filled entirely with men. These 
men usually wore their hats indoors 
and used cuspidors. The offices al- 
most never had rugs and the air was 
heavy with cigar smoke. The idea 
was to get as much oak, as possible, 
in the form of railings and paneling, 
and to keep everything good and 
dark so it would not matter how 
much dirt and dust accumulated. The 
desks had roll-tops with many pigeon 
holes. The business districts had no 
sandwich shops or drug store lunch 
counters. The men mostly ate in 
the bars. 

Most Americans are too young to 
recall what the business world was 
like before the female entered and 
revolutionized it. The female secre- 
tary led the invasion. With the in- 
vention of the typewriter, women 
started working in offices as opera- 
tors of the new machines. Their 
importance as typists, however, is 
hardly more than the first paragraph 
of their full story. 

The secretary was a pace-setter 
and a style-maker. The styles of the 
office, desk, chair and business sup- 
plies were introduced with an eye to 
comfort for the lady employee. When 
she bought shirtwaists to wear to 
work, the farmer’s daughter, who 
never typed a letter in her life, 
bought shirtwaists also. When she 
took to wearing a bun at the back 
of her head, millions of other women 
followed suit and this, in turn, 
changed the style of hats. 

Today’s secretary is in the same 
position as her 1880 counterpart, 
only more so. She is the first to 
experiment with new frozen foods 
and time-saving electrical appliances. 
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Reprinted from “Margin Release” 
Bulletin of Monumental Chapter 


Baltimore, Maryland 


When Paris says the skirts will 
shorten, the young businesswoman’s 
hems or knees determine the out- 
come. She is the first to try new 
styles in clothes and in hairdos. 

No matter what they tell their 
wives, business and professional men 
like their secretaries attractive, and 
efficient. They may not always get 
what they want. They may need a 
stenographer-typist so badly they will 
employ a man. 

1n 1881 the Central Branch of the 
YWCA in New York City started a 
class for eight young ladies to learn 
to use the new typewriting machine. 
Having completed the class, all eight 
were hired within a short period of 
time to work in business offices where 
the only previous female employees 
had been the cleaning women. These 
young ladies were quickly nicknamed 
“typewriters.” You can be sure they 
did not care much for the name and 
felt it was a little flippant, as it was. 
“Secretary” did not seem right be- 
cause a secretary was a man, if not 
a desk for writing. “Stenographer” 
was incorrect, too. “Typewriter” was 
the name used for the next quarter of 
a century. Magazines and jokes had 
a fine time with it. However, the 
young ladies were not discouraged by 
these remarks and stories. 

The YWCA continued to turn out 
female typewriters. Its classes grew 
in size and spread to other branches 
all over the country. Other schools 
followed suit. The young lady had 
invaded the whole fascinating appa- 
ratus of business and commerce by 
the back door. Young ladies then 
stationed in all the best hotels in 
leading cities were suggesting that 
the businessmen needed the services 
of a typewriter when traveling. How- 


ever, few felt this way, but many see- 
ing the Remington girl and her good 
work, realized for the first time how 
nice it would be and how efficient to 
have a combination of the same sort 
in their own outer offices. 


In 1895, a Mrs. Mary L. Rayne 
wrote a book “What Women Can 
Do.” In this book she stated that at 
that time there were as many as 300 
industries employing over 300,000 
women and that they earned from 
$150 to $3000 a year. The average 
earning was from $3 to $6 per week 
although many earned from $8 to 
$12. She stated that she hoped many 
women would be able to become sten- 
ographers but that there was a grave 
doubt in her mind. Positions were 
very limited and already occupied by 
competent men. 


Women’s role in the household has 
traditionally been related to the pro- 
cessing of raw materials for food, 
clothing, and furnishings. The in- 
dustrial revolution which started in 
the United States after the Civil War 
eventually transferred much of this 
processing from the home into the 
factory. 

This new age led to the expansion 
of office and other job opportunities; 
new opportunities between the Civil 
War and the late 1920’s. This ex- 
panding field of administration and 
trade absorbed most of the nation’s 
middle class of workers. Because of 
these industrial changes, women’s 
role in the family changed. In con- 
trast to farm life, women and children 
in the urban community represented 
“mouths to feed” rather than “hands 
to help.” This changed the size of 
the family and the duties of its mem- 
bers. The typical white-collar bread- 
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winner whose pay was two to three 
times that of the wage earner, and 
whose work was steady rather than 
seasonal, was able to maintain his 
family on a modest scale. His chil- 
dren went to high school rather than 
labored in the fields or factories, thus 
ueruetuating the “white collar” tra- 
dition. 

After the invention of the type- 
writer and its acceptance in the of- 
fice, women were in demand to oper- 
ate the new machines. Many hast- 
ened to learn “typewriting.” In 1870, 
reports of the United States Com- 
missioner on Education show that 
about 100 women were attending 
business schools, and by 1900 that 
number had increased to about 114,- 
000. Most of them were learning 
shorthand and typewriting. So great 
were women’s opportunities in the 
expanding office and sales fields that 
by 1910 office and sales jobs were 
both listed, for the first time, among 
the top ten for women. The gains 
for women office workers between 
1870 and 1910 were sensational—300 
were employed in offices in 1910 for 
every woman counted in 1870. Not 
until 1950 did women white collar 
wrokers greatly outnumber women 
workers in either the factory or the 
household. During World War II, 
women’s first mass entry into busi- 
ness occurred. The Federal Govern- 
ment is the largest employer of 
women in the United States. 

Why do women work? They work 
to support themselves and others. 
Married women work to contribute to 
living expenses, and some for the 
added purpose of helping to build 
or buy a home, or of helping to pay 
for the education of their children. 
Only a few work to “keep in practice” 
or for the satisfaction of having a 
job. 

How do they use their earnings? 
Their earnings are used to provide 
food, clothing and shelter for them- 
selves and often, others, too. 


The percentage of women workers 
reached an all-time high of 37 percent 
during World War II and has not 
averaged less than 30 per cent in any 
year since. From 1940 to 1953, mar- 
ried women in the population in- 
creased by 30 percent but married 
women in the labor forces increased 
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by more than 100 percent. This trend 
toward the employment of married 
women was started during World 
War II when women workers were 
needed to meet shortages. More re- 
cently, the rising percentage of mar- 
ried women working has been associ- 
ated not only with high marriage rate 
and local labor shortages but with 
economic pressures and the desire of 
married women to maintain the fam- 
ily living standards in the face of 
rising prices. 

In some occupations—nurse, sten- 
ographer, telephone operator — now 
almost all are women. In others— 


teacher, bookkeeper, and operator in 
garment factories—three-quarters or 
more are women. 

“Typewriters” blazed the way to a 
freer, more equal status for women 
in society. 

It was secretarial work that opened 
the business world to women, and it 
is still regarded as a key way to suc- 
cess for those who aspire to executive 
positions. 

In this era of dictating machines, 
computers, automatic filing systems, 
and other electronic marvels, a secre- 
tary is as much an invaluable special- 
ist as her boss. 





The modern refrigerator replaced 
the old-fashioned ice bo 


and now modern 
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GRASER S7IK; 


The original grey eraser point 
—always best for erasing. 


has replaced old bulky erasers. 





5 modern motorcar replaced 
the old Model T. 
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If you are a professional Secretary or office worker, you surely 
know and depend on ERASERSTIK. This white-polished beauty 
which is shaped and sharpens like a pencil has changed America’s 
erasing habits. With ERAsSERSTIK you Erase Without A Trace.® 
You remove a single letter without smearing the rest of the word. 
ERASERSTIK banishes “ghosts” and sloppy strikeovers. Many 
a girl has been elevated to a better job with more money because 
she had the good sense to use ERASERSTIK. At all good Sta- 
tioners. With brush—20c. Today? 


Insist on the original and 


SAPHIR Hand Sharpener 


works like magic. Gives 
you the correct point 
on your EraserStik— 
then stops sharpening. 
If you use one, you 
need the other. Ask 
your Stationer. 


A.W.FABER - CASTELL Pencil Co., inc., Newark 3, N. J. 





genuine EraserStik 
by registered 
trademark. Shaped 
like a pencil, it 
sharpens like a pencil 
toany style point 

you prefer—biunt, 
medium or slender. 











Wi The language of flowers speaks 
in every tongue but frequently means 
not the same thing at all in the social 
history of the world. 


Through the world’s history, flow- 
ers have played a varying role as 
symbols of sovereign powers, political 
parties, noble houses and as profound 
expressions of religious adoration. 
Americans have shown a keen inter- 
est in developing their own garden 
varieties and for giving flowers as 
gifts to friends and loved ones 
throughout the nation. 


Americans say “I love you,” 
“Happy Mothers’ Day,” “Congratu- 
lations,” and “Get Well Soon” with 
flowers to friends all over the United 
States. 


Today’s acepied uses of flowers to 
beautify and enhance sentiment are 
shared by the entire world through 
the FTD affiliated service—interflora, 
the network of florists who transmit 
floral good wishes to and from 180 
countries by wired orders. 


Flowers, however, have meant dif- 
ferent things to different people since 
ancient times. The shy violet was 
thought to induce sleep and reduce 
anger by the ancient Greeks. Scots 
considered it bad judgment indeed 
to pluck a pansy on a pleasant day 
for they were certain rain was sure 
to follow. 

The familiar daffodil was cele- 
brated as merely the delightful 
harbinger of spring by Shakespeare 
(“The daffodil . . . comes before the 
swallow dares’), but the folklore of 
Wales reveres the flower as a symbol 
of wealth and have adopted it as their 
national emblem. Legends insist the 
discoverer of the first daffodil of 
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Courtesy Florists’ 
Telegraph Delivery Association 


spring will gain more gold than_h 
has seen before. ; ! 
The daffodjris ate eval) dad GoD Y 
to the sturd yj Gey ete Beets 
Man, who kndvw-thagp lien sedated 
flowers as “GQps Lael”. Manxmen 
regard the bloom with misgivings and 
consider it unlucky indeed to bring 


one indoors before the goslings are 
safely hatched. 


Hundreds of years before it be- 
came possible to wire flowers to vir- 
tually anywhere in the world, the 
fiowers that bloom in the spring were 
the subject of many superstitious be- 
liefs. Flowers meant many things to 
many people and the significance of 
a particular flower often changed 
radically in different areas. 


The daisy, for example, was be- 
lieved by Central Europeans to cure 
toothaches. The English, on the other 
hand, used their daisies to treat head- 
aches, gout and even rheumatism. 
The self-same daisy was also a sym- 
bol of luck and trust. In some areas, 
if you were fortunate enough to tread 
on the first daisy of the season, you 
were sure to be married within a year. 


A 


The name “daisy” has religious 
significance. It comes from “days- 
eye” and the flower is supposed to 
have sprung from the tears of Mary 
Magdalene. 


The rose which speaks of love is 
undoubtedly the most popular flower 
in the world. While the rose repre- 
sents love in the language of flowers 
and is a religious symbol for the Vir- 
gin Mary, it commemorates a long 
and bloody war to Englishmen. The 
white and red roses represent the 
warring Houses of York and Lan- 
caster, symbolizing a time of great 
conflict in English history. 


A. 
a YQ if be aE 0) as 
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Adie! 


Phe sniffing the same 
Hgd\it had great medicinal 
d~Pliny, the historian, lists 
different potions that were made 
om roses. Belief in the health-giving 
benefits of the flower were so great, 
that Romans actually ate roses as a 
salad ingredient and even candied 
them so they could be preserved in 
jars. 

Forget-me-nots were once believed 
to have supernatural powers. Ancient 
Celts considered these blooms a sure 
cure for bites of serpents and mad 
dogs. Hundreds of years later, Celtic 
descendents used forget-me-nots in 
poultices for sore eyes. Medieval 
knights believed steel tempered in the 
juice of this fragile flower, would be 
strong enough to cut stone. 

In addition to the meanings of in- 
dividual flowers, there is a language 
of flower arrangement. It’s a form of 
“sign language” that according to 
many florists, has a tradition of its 
own. 

Just as roses in a bouquet stand 
for love, leaves in an arrangement 
represent hope and the promise of 
fulfillment. A flower sloped to the 
left says “I” or “me” and a sloping 
to the right means, “thou”or “thee”’. 
Even specific leaves have come to 
have their own meaning. A laurel leaf 
twisted ‘round a bouquet says, “I 
am” and a folded ivy leaf indicates 
“T have.” 

To many people modern flower 
lore and the language of flowers has 
the same basis today that it did 
thousands of years ago. It is still the 
mysterious and perfect beauty of a 
single flower, whether it be a rose or 
a tulip, a violet or a daffodil, that 
evokes a full sense of the wonder of 
the universe. 
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@ This past fall NSA members were asked to complete 
a questionnaire giving a statistical picture of our Assoc- 
iation. Response was received from fifty-five per cent 
of the membership, or 11,360 individual members. 


Educaton 


More than seventy-five per cent of NSA secretaries 
have gone beyond high school in preparation for their 
careers. Of that group twenty-eight per cent have 
taken some college courses; fourty and eight-tenths 
per cent have attended business college; and seven and 
two-thirds per cent hold a college degree. Twenty- 
four per cent have attended high school only. 


Employment 


Fourty-four and five-tenths per cent have over fif- 
teen years’ experience in the secretarial profession. 
Twenty-three and one-tenth per cent have eleven to 
fifteen years’ experience. Twenty-two and eight-tenths 
per cent have six to ten years’ experience. Only nine 
and six-tenths per cent have experience of five years 
or less. 


Positions Held by Bosses 


NSA secretaries are found in every type business, 
professional, and government offices. Ten and six- 
tenths per cent are secretary to a chairman of the 
board or president of a corporation. Eighteen and one- 
tenth per cent are secretary to some other corporate 
officer. Nine and six-tenths per cent are secretary 
to an owner or partner of a business. Sixteen and 
six-tenths per cent are secretary to a general manager, 
superintendent, or similar. Eight and one-tenth per 
cent are secretary to a government official (which 
would include armed forces). Twelve and nine-tenths 
per cent are secretary to a lawyer, doctor, educator, 
or other professional man. Twenty-four and one-tenth 
per cent are secretary in classifications other than 
those above. 


Approximately one per cent of NSA members are 
self-employed, and almost six per cent are themselves 
a company or corporate officer. Almost fifty per cent 
of NSA secretaries are married; maintaining a house- 
hold in addition to their careers. 
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...on DEFENDUM LEDGER 


Your records last longer, look better — 
and are more satisfying to work with 
on Parsons Defendum Ledger. 75% new 
cotton fibers in white, buff, blue or 
green-white. Specify Defendum — 

it will prove itself. 
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How to see all 


EUROPE 


in 23 days! 


Here’s a fabulous 7-country tour of Europe that features non- 
stop flights overseas on Air France Boeing 707 Intercontinental 
Jets and special excursions for fashion-minded women! 
You'll travel through France, Germany, Switzerland, Aus- 
tria, Italy, Monaco and England. You'll go to the Folies 
Bergére, see Venice by gondola, visit the Villa Borghese in 
Rome, relax on the Riviera, take a steamer up the Rhine and 
see the Passion Play at Oberammergau. And you can visit 
famous fashion houses in London and Paris, go shopping in 
Rome —even have an appointment with a top hair stylist! 
You're escorted everywhere by a multilingual tour conductor. 
You stay in first-class hotels, travel by de luxe motor coach 
and swift Air France 
Jet. All transportation, | gig FRANCE/WORLD’S LARGEST AIRLINE 
most meals, sightsee- 683 Fifth Avenue, New York 2 
ing, tips, taxes, trans- Dear Colette: Please send me full aad 
fers included in tour | tion en your 23-Day Tour of Europe. 
price of only $1,081.80. 
Choose from 11 depar- 
turedates,starting April Address 
2.“Fly now—pay later.” 
See your Travel Agent 
or mail this coupon | state 
direct to Air France. | 
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The new IBM Electric: 
Not to be chosen for beauty alone 


We must admit that we purposely styled the new IBM 
Electric to appeal to your sense of beauty. But there’s 
more. For here is beauty combined with precise 
function. Here is a typewriter that offers new freedom 
from typing tedium and fatigue . . . a new measure of 
operating satisfaction. 


SMOOTHER CARRIAGE STOPS 


Among its many new features, for example, one of the 
most important is the “‘Decelerator.” A totally new 
idea developed by IBM engineers, this unique inven- 
tion ends the constant crash of carriage stops, con- 
siderably reduces over-all typing station noise. 


Then there is the amazingly responsive “Buoyant Key- 
board.” This exclusive feature lets you adjust key 
response to satisfy your individual “touch.” The key- 
board itself is the essence of simplicity, and no un- 
necessary gadgets intrude on your finger action. 


BETTER ORIGINALS, BETTER COPIES 


What about the quality of the typing? You’ll find it 
sharp and uniform, an example of typing perfection. 
Turning out flawless typing, however, demands more 
than just perfectly functioning mechanisms. Ribbons 
and carbon papers, too, must be of superior quality. 
That is why IBM ribbons and carbon papers are 
manufactured with as much concern for quality as is 
shown in the making of the IBM Electric itself. They 
offer a consistency of reproduction to give you orig- 
inals and copies of unsurpassed excellence. 


Service, too, is an important part of the IBM Electric 
story. Courteous IBM Customer Engineers are thor- 
oughly trained in every function of this precision 
instrument. They will keep your IBM Electric working 
at its very best for years. 


Our local representative will be happy to arrange a 
demonstration of the IBM Electric in your own office. 
We think you’ll find the prospect of working with it 
deeply satisfying. And your boss will be impressed 
with the results. 


THE IBM’ELECTRIC 


Its beauty is just a bonus 











(Recommended by Institute for Certifying Secretaries) 


GENERAL 
The Office in Transition 


Becker and Murphy, Harper & 
Bros., 1957. 

Subtitle of this book is “Meeting 
the Problems of Automation.” It is 
written for the person who knows 
something about office work but not 
a great deal about office automation. 

It includes the meaning of the 
word, its portent for tomorrow, the 
punch card and computers and their 
programming, integrated data pro- 
cessing, forms design and control, the 
status of white collar unionization 
and management, work methods and 
human relations. 

The reviewers believe most secre- 
taries would find the book sufficiently 
nontechnical to hold their interest 
and yet challenging because it does 
more than just define terms. It pre- 
sents methods for accomplishing the 
most mechanization and shows the 
human relations involved. The source 
material listed in the appendixes 
would be of interest to management 
personnel who are just entering a 
period of automation. 

Reviewers: 

Irene E. Ortner, CPS 
Arlington, California 
JoAnn Sheahan, CPS 
Knoxville, Tennessee 


SECRETARIAL ACCOUNTING 
Principles of Accounting 


Committee on Accounting, Pitman 
Pub. Corp., 1959. 
This is a college level text. The sec- 
tions relnatig to the CPS examina- 
‘tion are comprehensively covered 
except thoss on analysis and in- 
terpretation of records, negotiable 
instruments and special records for 
insurance, investment and property. 

For each chapter a number of ques- 
tions and graded problems have been 
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developed. Various methods of hand- 
ling transactions are discussed, which 
in some cases might prove confusing; 
buf it does give a complete picture. 
Reviewers: 
Genevieve Floom, CPS 
Massillon, Ohio 
Helen Skelton, CPS 
Houston, Texas 


Accounting and the Analysis of 
Financial Data 

Easton and Newton, McGraw-Hill 
Book Co., Inc., 1958. 

This book is intended to fill the 
need of nonaccountants for a com- 
paratively brief coverage of the im- 
portant principles of accounting and 
statement analysis. It gives the 
reader the opportunity to become fa- 
miliar with principles in general and, 
also, principles of cost accounting, 
tax accounting, budgeting, and analy- 
sis and interpretation of financial 
statements. 

The book contains many questions 
and problems which cover funda- 
mental principles and procedures and 
practical applications of the material 
covered. 

Reviewer: 
Phyllis W. Gurney, CPS 
Oregon 


Accounting Fundamentals 

MacFarland, Ayars, Stone, Mc- 
Graw-Hill Book Co., 1957. 

This text is designed for a first- 
year accounting course on the college 
level. The material is well presented 
and sufficiently broken down with 
chapter headings to make it easy to 
follow. 

Subjects have been considered in an 
orderly fashion and technical words 
and phrases clearly defined. Gener- 
ally acepted and approved account- 
ing principles are explained. 

The first twelve chapters deal with 


the basic procedures and techniques 
of accounting. The remaining sixteen 
chapters contain a more detailed 
study of the various items appearing 
on the final statements, the value at 
which they are shown, and their 
method of presentation in the state- 
ment. The book ends with a chap- 
ter on analysis of financial state- 
ments. 

The reviewer believes the im- 
portant accounting principles and 
statements are buried in a maze of 
discussion, explanation and detail. 
Understanding of the material can be 
accomplished, through back-tracking 
a great deal. The text is recom- 
mended as an excellent supplement 
to a basic one. 

Reviewers: 
Jane M. Klausman, CPS 
Syracuse, New York 


Accounting Principles, 7th Ed. 


Noble & Niswonger, South-western 
Pub. Co., 1957. 

The text is designed for beginning 
students on the college level. Part I 
gives a description of accounting and 
its transactions and explains the bal- 
ance sheet and income statement. 
Accounts, ledgers, trial balance and 
the theory of debit and credit are ex- 
plained very thoroughly, as are 
journalizing, posting, the work sheet, 
adjusting entries and closing entries. 


The discussions on reconciliation 
of the bank statement and the re- 
versing entries are somewhat inade- 
quate. 

A review of all forms of negotiable 
instruments is given. The sequence 
in which the chapters are laid out 
and the various processes introduced 
are good. The text is easy to read. 

Reviewer: 
Lorraine M. Meyer, CPS 
Houston, Texas 


Payroll Records and Accounting 


Sherwood & Pendery, South-West- 
ern Pub. Co., 1957. 

This text is to provide information 
regarding the benefits, taxes, payroll 
deductions and employment records 
incident to the Social Security and 
tax program; the development oi rec- 
ords needed by the individual and by 
business. Attempt is made to ac- 
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quaint the student with certain pro- 
visions of the law, based on 1958 
amendments. 

Unit 10 is a problem in recording 
wages and the taxes imposed thereon. 
Completion of the project requires 
the student to record all payroll in- 
formation in a business employing 
800 workers for a three-month period. 

The book handles its material in 
great detail. After its mastery, any 
student would be able to handle pay- 
roll problems in businesses of all 
kinds and would also have a broad 
understanding of the basic principles 
of the Social Security program. 
great detail. Any defaults seem to lie 
in the direction of too complete 
rather than too little information. 
After its mastery, any student would 
be able to handle payroll problems 
in businesses of all kinds and would 
also have a broad understanding of 
the basic principles of the Social 
Security program. 

Reviewer: 
Naomi Braselton, CPS 
Columbia, Missouri 


Your Social Security 

U. S. Govt. Printing Office, 1959. 

This material is written on the 
high school level and includes infor- 
mation on retirement payments, sur- 
vivors’ payments, disability pay- 
ments, monthly payments, amount of 
work required, work not covered, etc. 

The small pamphlet is very easy 
to read and understand. It is up to 
date and gives the high points of the 
Social Security program and dis- 
cusses in simple language who can 
qualify and how—the amount of 
benefits, when benefits stop, the 
amount one is allowed to earn and 
still qualify for monthly benefits. It 
gives tables of information and also 
tells how to determine whether one 
is now working toward qualification 
for Social Security payments. 

Since this pamphlet is revised 
whenever any changes are made in 
the Social Security program, the 
reader would always have the latest 
information available. 

Reviewers: 

Anne Mack, CPS 
Roanoke, Virginia 
Perley M. Noll, CPS 
Miami Springs, Florida 
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CPS QUICKIE QUIZ 


(Furnished by International Education Committee) 


SECRETARIAL ACCOUNTING 


1. Which of the following state- 
ments is true only of the LIFO 
inventory method? 

(a) Records must be kept to 
identify each item as to cost. 
(b) Unit costs must be averaged. 
(c) Goods on hand are those 
purchased most recently. 
(d) Goods on hand are those 
purchased earliest. 


2. Which of the following fixed 


assets is subject to depreciation? 
(a) Buildings 

(b) Timber Tracts 

(c) Gold Mines 

(d) Land 


3. A trial balance taken after clos- 


ing the books would prove: 

(a) the correctness of all closing 
entries. 

(b) the correctness of all adjust- 
ing entries. 

(c) that equality of debits and 
credits has been maintained. 

(d) that all account balances are 
correct. 


4. A dividend declared but not paid 


is considered: 

(a) an expense. 

(b) a liability. 

(c) a reduction in capital stock. 
(d) None of these. 


5. Which of the following would 


NOT require an entry on the 
books? 

(a) Trade Discount 

(b) Discount on Sales 

(c) Returned Purchases 

(d) Discount on Purchases 


6. Many businesses provide for 


estimated losses on uncollectible 
receivables by establishing a Re- 
serve for Bad Debts account. 
Which of the following is NOT 
descriptive of the nature of this 
account? 

(a) Valuation 

(b) Expense 

(c) Contra 

(d) Offset 


7. The information contained in a 
company’s balance sheet re- 
flects: 

(a) the condition of the business 
for a specific period of time. 

(b) the financial position of the 
business as of a _ specific 
date. 

(c) the condition of the business 
for the past year. 

(d) None of these. 

8. Which of the following is class- 

ified as a current liability? 

(a) Rent 

(b) Depreciation on Equipment 

(c) Interest Accrued on Notes 
Payable 

(d) Insurance 

9. Which of the following accounts 
is used in the preparation of the 
Profit and Loss Statement? 

(a) Cash 
(b) Accounts Receivable 
(c) Taxes 
(d) None of these 
10. In preparing a bank reconcillia- 
tion, an NSF check returned by 
the bank should be: 
(a) added to the bank balance 
on the books. 
(b) deducted from the bank bal- 
ance on the books. 
(c) deducted from the bank 
statement. 
(d) None of these 
11. Which of the following would 
NOT’ generally be subject to 
amortization? 
(a) Goodwill 
(b) Patents 
(c) Leasehold Improvements 
(d) Franchises 
12. In a merchandising operation, 
which of the following must be 
considered in arriving at cost of 
goods sold for a specific period? 
(a) Purchases 
(b) Inventory at beginning of 
period 
(c) Inventory at end of period. 
(d) All of these. 
ANSWERS ON PAGE 32 
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GATEWAY CENTER AT NIGHT 





ITS PITTSBURGH 


by Geradine (Jerry) Hill, Pittsburgh, Pennsylvania, Chapter N 


PITTSBURGH—Historic Gateway to the West 
—city of industrial miracles, city of culture, art, 
and education—it is all these things and more. 
The big, powerful, friendly giant that is Pitts- 
burgh has many interesting places to visit, won- 
derful stores and fine shops, magnificent build- 
ings, and historical places to see. 


Block House: All that remains of the original 
Fort Pitt, built in 1764—two blocks from the con- 
vention hotel. Mellon Square Park: An oasis of 
trees, fountains, and waterfalls. It has six under- 
ground parking levels. Duquesne University: 
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Founded on the Bluff in 1877—operates its FM 
broadcasting station—fifteen minutes walk from 
downtown area. H. J. Heinz Company Food Plant: 
Largest of its kind in the world. Home of the 
famous “57 Varieties.” Buhl Planetarium and In- 
stitute of Popular Science: Most modern and best 
equipped in the world. Mount Washington: Bird’s- 
eye view of Pittsburgh—a magnificent sight, par- 
ticularly at night. Take a ride on the incline! 


The following places, in the heart of Pitts- 
burgh’s cultural center, are within comfortable 
walking distance of one another and may be 
reached by a fifteen minute ride 
via bus or streetcar from down- 
town: Phipps Conservatory: One 
of the largest buildings, under 
glass, in the world. Carnegie Art 
Institute: Home of the world’s 
only Annual International Art 
Exhibition. Carnegie Art Muse- 
um, Carnegie Library, and Car- 
negie Institute of Technology all 

adjoin the Institute. Cathedral of 
= Learning: Forty-two stories high 

| —has eighteen nationality rooms 
<< decorated by artists from the re- 
spective countries. 
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BUHL PLANETARIUM AND 
INSTITUTE OF POPULAR SCIENCE 
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A FEW GENERAL FACTS 
ABOUT PITTSBURGH 
and ALLEGHENY COUNTY 


MELLON SQUARE PARK 






There are 148 bridges in the city of Pittsburgh and 1500 in 
Allegheny County. The county has more golf courses than any one 
county in America. The Oakmont course is considered one of the best 
in the world. 









The value of Pittsburgh’s manufactured products per year exceeds 
that of each of forty states. 


At the corner of Diamond and Smithfield Streets is the site where 
the world’s first moving picture theater was opened. 








The Greater Pittsburgh Airport, consisting of 1,500 acres, located 
fifteen miles from Downtown Pittsburgh, is one of the largest and most 
modern in the world. It is twice the size of the National Airport in 
Washington, D. C., and more than two and a half times the area of 
LaGuardia Field in New York. One of its runways has an expanse of 
9,600 feet. 


Pittsburgh’s dream of having a fine restaurant on Mount Wash- 
ington will become a reality when “Le Mont” (The Mountain) opens 
in mid-May. The main restaurant will have a seating capacity of 200. 
There will be 106 feet of windows to take advantage of the view of the 
Triangle and hills and valleys beyond. 
















The Convention Hospitality Committee will gladly furnish specific 
information as to how to reach the places listed. 






We are proud of our city—we want to show it to you. Come to see 
us in July! 






CATHEDRAL OF LEARNING 
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CONVENTION 







THE BIGGEST and BEST 
IN PITTSBURGH — 
THE GATEWAY TO THE WEST! 
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(Right) Buffalo, New York Chap- 
ter members Elaine Devine, pres- 
ident, and Alma B. Wahlenmayer, 
ways and means chairman, are 
shown with J. J. Johnson, guest 
star at the Bucalo Philharmonic 
Orchestra’s Pop Concert. The 
chapter sold tickets to the event 
as @ money-raising project. 


twenty years. 


(Above) Rosemary Lavelle, 
president of Danbury, Conn- 
ecticut Chapter has become 
the first woman to hold the 
office of Assistant Secretary 
of the City National Bank 
& Trust Company, where 
she has worked for the past 
She attributes 
her advancement in the bus- 
iness world to her associa- 


tion with NSA. She is also 
secretary to the Senior Vice 
President of the bank’s Dan- 


bury office, 
Hooper. 


Mr. 


K. 


M. 







(Above) Con Brio Chapter, Bloomington, 












































Illinois, chose their Boss of the Year in 
the manner of a Miss America Contest. 
First, each boss was introduced by his 
secretary; second, the bosses strutted their 
talents; third was the questioning of seven 
finalists. Their clever answers to the ques- 
tions drawn from a bowl helped the 
judges decide the winner. He was Robert 
Lindley, managing director of the Associ- 
ation of Commerce, shown with his sec- 
retary, Bernadine Reidel. 


(All identifications are left to right unless 
stated otherwise.) 








(Above) Palm Springs, Florida Chapter bowling team has held 
first place since early in September. Bowlers are: Mrs. Marian 
Campbell, Mrs. Bettie Whitaker, Mrs. Dorothea Evans, Jr., Mrs. 
Muriel Baird, and Mrs. Muriel Resh. 
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(Above) Edwin F. Russell, publisher of the Harrisburg Patriot- 
News, is shown with three members of the Harrisburg Chapter, 
after reporting to them on his recent trip to the Soviet as a 
member of Vice President Nixon’s party. Standing are: Miss 
Ruth E. Allen, program chairman; Miss Betsy Fahnestock, pub- 
licity co-chairman; and (seated) Mr. Russell’s secretary, Mrs. 
Betty Bolton, chapter president. 
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Once an Acorn in Boston's Public Garden 


by Dorothy G. Lundblad, CPS 


Northeast District Assistant Editor 





Mi The New England Conference, to 
be held at Waterbury’s Roger Smith 
Hotel in May, will mark the twelfth 
year of one of NSA’s most successful 
cooperative enterprises. Yet it is said 
that the first New England Confer- 
ence was held on a park bench in 
Boston’s Public Garden. 

In the early days of NSA, when 
the New England chapters were lo- 
cated in Boston, Hartford, New 
Haven, and Springfield, one of the 
biggest problems encountered after 
the chapters were organized was com- 
munication. The headquarters office 
was in its infancy. 

No one really knew what the 
struggling chapters needed. The 
deeper the members became en- 
meshed in their problems, the more 
they realized this was not just 
another social club, that it had larger 
concepts. With typical New England 
self-reliance, they sought assistance 
from nearby chapters and tried to 
solve their problems among them- 
selves. 

The first attempt at an exchange 
of information was in June 1948. 
Marian Watson, newly elceted presi- 
dent of one of the Hartford Chap- 
ters, while on vacation in Boston, 
telephoned Alice Holmberg, presi- 
dent of Boston’s Beacon Hill Chap- 
ter. Alice was delighted to hear from 
a member from “outer space’. When 
they met for dinner in the Statler 
Hotel there was one representative 
from Hartford and three from Bos- 
ton. 

After dinner, the meeting ad- 
journed to a bench beside the Pub- 
lic Garden pond in the heart of down- 
town Boston. The evening turned ex- 
tremely warm. The meeting did, too, 
as questions and ideas became prob- 
lems and solutions. 

In August of that year, Spring- 
field Chapter invited members of 
the other New England chapters to 
a picnic and summer theater party. 
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It was at this outing the officers from 
the four cities planned the first real 
New England Conference which was 
held in Hartford in January 1949. By 
this time the members were so in- 
sistent on having answers to their 
questions they invited the National 
President, Margaret Dewyr (Gleas- 
ner) from Buffalo to address the 
group. Margaret, realizing the chap- 
ters needed indoctrination, welcomed 
this oppertunity. 

There were then about 175 mem- 
bers of NSA in New England. It is 
interesting to note that over 125 of 
these members attended either the 
Saturday night dinner and gab fest, 
which went on in the hotel rooms un- 
til almost dawn, or the Sunday ban- 
quet at which Margaret Dewyr spoke. 
The question -and-answer period 
which followed had to be adjourned 
at five o’clock because the hotel had 
another commitment for the room. 


Since that meeting in 1949, New 
England Conferences have been held 
annually. 

With the inauguration of the di- 
vision organization, the question 
arose concerning the advisability of 
holding separate division meetings 
in place of the New England Con- 
ference. Precedent held, however, and 
by official decision separate division 
meetings on Saturday morning be- 
came a part of an over-all New Eng- 
land Conference. Joint sessions are 
held for the remainder of the week 
end. 

In addition to the division annual 
meetings, the New England Con- 
ferences have included speeches, 
clinics, banquets, installation of new 
officers, and, in more recent years, 
designation of Miss New England 
Secretary. The non-business side of 
the Conference has run the gamut 
from a visit to a spring flower show 
to a tour of an aircraft carrier, a tree 
planting, and a midnight preview of 
the movie, “Executive Suite.” 


Traditionally, the New England 
Conference rotates among the three 
New England Divisions. With a total 
of thirty-two chapters and about 1200 
members of NSA in New England, 
attendance now runs from 200 to 280 
Not all cities having chapters of 
NSA have the facilities for accommo- 
dating the Conference. 


Whether large or small, the chap- 
ter which takes the responsibility for 
hostessing the New England Con- 
ference finds members are eager to 
cooperate on this project, time con- 
suming as it is. When Portland was 
hostess in 1958, every one of the 
nineteen chapter members served on 
at least three committees. 


Each year, after the New England 
Conference is over, the general chair- 
man for that year gathers into a large 
notebook a complete set of all an- 
nouncements, letters, memoranda, 
programs, newspaper publicity, 
forms, tickets, etc., and forwards the 
collection to the member who has 
agred to coordinate the activities for 
the following year. It is the general 
chairman who holds all the commit- 
tees together and who realizes that, 
in order to function effectively, each 
committee must know what all the 
other committees are doing. 

The “great oak” which had its 
genesis in Boston’s Public Garden 
new influences the chapter activities 
of the five New England states 
(chapters in New Hampshire and 
Maine are a part of the Massa- 
chusetts Division) where NSA is es- 
tablished. In addition, many visitors 
from adjoining New York State and 
Canada have found a warm welcome 
at this annual conference. 

If any NSA members are vaca- 
tioning in New England the week 
end of May 13, 14, and 15, 1960, they 
are cordially invited to visit the New 
England Conference to see this co- 
operative venture in action. 
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THOSE LITTLE THINGS 
(Continued from Page 6) 


as the topics they will cover. Before 
passing this on to your employer, did 
you remember to make a copy or in 
some way pass this information on 
to the assistant? This is important 
in that the assistant will now be able 
to prepare his material more effec- 
tively, avoiding any possible duplica- 
tion of material presented by other 
participants. 


At this point a reply is received 
from your employer’s friend, and it 
contains much valuable information 
and many suggestions. Will you re- 
member to see that the assistant 
receives a copy of this, and will you 
note on the original that a copy has 
been given to the assistant? 


Anticipate Employer’s Needs 


You know that your employer con- 
siders it very important to thank 
others promptly. Will you remind 
him to dictate a reply at once to the 
friend who has supplied the valuable 
suggestions? Better still, knowing 
that your employer is extremely 
busy, will you compose a nice letter 
of acknowledgment and thanks for 
your employer’s signature and see 
that he signs it before he attends a 
long meeting which will be in pro- 
gress for the remainder of the after- 
noon? 


You are asked to go to the library 
to do some research work in con- 
nection with the material for the 
conference. Will you see to it the 
data you gather are presented clearly, 
indicating source and page of refer- 
ence? Will you also see that the 
assistant receives a carbon copy of 
this material? 


The date of the conference is fast 
approaching. Will you have all neces- 
sary biographical data about your 
employer ready for the conference 
chairman when he calls for it? You 
can get this ready in advance, have 
your employer approve it, and be 
ready to mail it when the request 
is received. 


Knowing that your employer would 
appear on this program during a 
time of the year when transporta- 
tion facilities are much in demand, 
did you remember to make proper 
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travel reservations for him far enough 
ahead to assure travel by the most 
comfortable means so he will arrive 
at the conference in the best physical 
condition to enable him to take a 
part in the conference which will re- 
flect credit on him, your company, 
and all associates? If so, you can 
take pride and satisfaction in having 
done the job that is expected of a 
top secretary. 

While the above illustration may 
be somewhat lengthy, situations do 
arise in which just as much or more 
attention to detail is required. The 
employer who is relieved of such de- 
tails is an easier individual to work 
with and he will appreciate your fore- 
sight. 


The Endless Details 


Those little things to which the 
secretary must give her best attention 
are endless. When you make travel 
reservations, do you give your em: 
ployer all information? For instance, 
do you mention there is a diner on 
the train he will be taking even 
though he does not specifically ask? 
Perhaps he would like to know this 
but has forgotten to ask you. 


When you present anything con- 
taining figures, do you recheck them 
for accuracy? Do you then check 
again to see if they are realistic and 
in line with the purpose intended? 
This is really no different from read- 
ing a letter carefully before present- 
ing it for signature. 

Do you have as constant com- 
panions a good dictionary and a 
secretarial handbook? Do you use 
the dictionary frequently to check 
your spelling and word division? 

The gremlins of a busy day are 
those little things which take up so 
much time, but often the time spent 
is repaid to your employer many 
times over in goodwill. When your 
employer has been delayed in kep- 
ing an appointment, rushing from the 
office at a time which will bring him 
to his appointment at least twenty 
minutes late, do you take the initia- 
tive in saying you will phone the 
waiting party to tell him your em- 
ployer will be late? 

When a telephone call of less urg- 
ency than some others is to be re- 
turned by your employer before the 


end of the day, if you see that your 
employer cannot do so until very 
late or that he cannot return the call 
that day, do you take the time to 
telephone the waiting party and ad- 
vise him accordingly? 


Be Politely Persistent 


Perhaps all the salesmen in your 
office work directly under the super- 
vision of your employer. Each time 
they telephone or come into the of- 
fice, do you have a list of things you 
must ask them or an effective follow- 
up for each one so you or your em- 
ployer can get certain necessary in- 
formation from them? 

Some will be very cooperative 
while others will be somewhat negli- 
gent in meeting deadlines and pro- 
viding information required of them. 
Here again the secretary must build 
confidence and goodwill with each 
salesman, and before long the de- 
sired results will be forthcoming. 
Sometimes persistence will be the 
answer. When it is known that the 


(Continued on Page 29) 
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NEW MAGIC! Typing beauty! Exqui- 
sitely reflecting your skill; handsomely 
reflecting the prestige of the executive and 
firm you type for. Old Town’s M/PR Rib- 
bons give your typing sharp, uniform-black, 
opaque beauty. 

Exceptional results are yours because 
of M/PR’s thin, no-break, no-tear, extra 
long *MYLAR plastic film inked with an 
exclusive Old Town formula. M/PR Rib- 
bons are unexcelled for distinctive corre- 
spondence, original copy on masters for 
offset reproduction and on Xerox copy; for 
copying work on all wet or dry copying 
equipment. There’s an M/PR Ribbon for 
every type of machine with a carbon ribbon 
feeding attachment. 

Ask your office manager or stationer 
for an Old Town M/PR Ribbon. You'll be 
delighted! *Reg. ‘Tr. M. E. I. DuPont Co. 


OLD TOWN 


CORPORATION 
Established 1917 


750 Pacific Street @ Brooklyn 38, N. Y. 
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VIRECIURY 


Changes and Additions 


ANTHONY WAYNE CHAPTER 
Wooster, Ohio 

Doris W. Stammer, Corresponding Secretary 
135 West Larwill Street 

Wooster, Ohio 


FOND DU LAC CHAPTER 
Fond du Lac, Wisconsin 
Installed March 5, 1960 
by Racine Chapter 
Miss Eunice Schwarze, President 
496 Martin Road 
Fond du Lac, Wisconsin 
Miss Lucile Gerth, Vice President 
77 Sheboygan, Street 
Fond du Lac, Wisconsin 
Mrs. Rosella Mayer, Recording Secretary 
213 S. Hickory Street 
Fond du Lac, Wisconsin 
Miss Frances Schmitz, Corresponding 
Secretary 
40 E. Rees Street 
Fond du Lac, Wisconsin 
Mrs. Mary C. Schroeder, Treasurer 
135 Maria Lane 
Fond du Lac, Wisconsin 


OLD DOMINO CHAPTER 
Richmond, Virginia 

Mrs. Jeannettee Deeds, Vice President 
4228 Old Brook Rd., Apt. 4 
Richmond, Virginia 


HUDSON COUNTY CHAPTER 

Jersey City, New Jersey 

Mrs. Dorothy S. Edwards, President 

35 Bentley Ave., Box 4007 

Jersery City 4, New Jersey 

Miss Marguerite B. Stuve, Vice President 

339 Webster Avenue 

Jersey City 7, N. J. 

Mrs. Christine Wisch, Corresponding 
Secretary 

1111 Washington Street 

Hoboken, New Jersey 

Miss Emilia Carulli, Recording Secretary 

818 Willow Avenue 

Hoboken, New Jersey 

Miss Emma R. Rackey, Treasurer 

32 Gifford Avenue 

Jersey City 4, New Jersey 


LOS ANGELES CHAPTER 

Los Angeles, California 

Miss Ruth C. Brown, Treasurer 

1111 E. Hyde Park Blvd. 

Inglewood 3, California 

SOUTHWEST DISTRICT ASSISTANT 
EDITOR 

Mrs. Bernice Goodwin 

106 Vista del Mar 

Redondo Beach, California 


MERIDIAN CHAPTER 
Meridian, Mississippi 
Mrs. Jewel M. Moon, President 


P. O. Box 346 
Meridian, Mississippi 
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MINISA CHAPTER 
Wichita, Kansas 

June Zimmerman, Treasurer 
1057 N. Lightner 

Wichita, Kansas 


MISSOURI DIVISION 
Miss Opal Roberts, Treasurer 
705 Washington Avenue 
Columbia, Missouri 


MONTREAL CHAPTER 
Montreal, Quebec, Canada 
Dorothy Burns, Treasurer 
Bepco Canada Ltd. 

P. O. Box 190 

Westmount Post Office 
Montreal 6, P.Q., Canada 


HALIFAX-DARTMOUTH CHAPTER 
Halifax, Nova Scotia 

Miss Rose McGinn, President 

106 Willow St. 

Halifax, Nova Scotia 

Miss Marjorie Garnett, Vice President 

19 Carleton Street 

Halifax, Nova Scotia 


RAINBOW CHAPTER 

Argo-Summitt, Illinois 

Miss Mickey Matias, President 

7300 W. 61st Street 

Summit, Illinois 

Mrs. Josephine M. Naponelli, Vice President 

4952 W. Fulton Street 

Chicago, Illinois 

Mrs. Helen E. Hapke, Corresponding 
Secretary 

7712 W. 66th Street 

Argo, Illinois 


REQUEST FOR ADDRESS OR NAME CHANGE 
FOR MAGAZINE MAILING 
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Please mail to: The National Secretaries Association (International) 
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ROANOKE RAPIDS, CHAPTER 
Roanoke, Rapids, North Carolina 
Installed .March 6, 1960 
by Durham Chapter 
Mrs. Rebie D. Evans, President 
1245 Charlotte Street 
Roanoke Rapids, North Carolina 
Mrs. Evelyn Overton, Vice President 
818 Roanoke Avenue 
Roanoke Rapids, North Carolina 
Mrs. Merlene C. Cupton, Recording Secretary 
Route 3, Box 59 
Littleton, North Carolina 
Mrs. Mable F. Luter, Corresponding Secretary 
637 Franklin Street 
Roanoke Rapids, North Carolina 
Mrs. Katie C. Williams, Treasurer 
9 East 11th Street 
Roanoke Rapids, North Carolina 


SAN FERNANDO VALLEY 
CHAPTER 

Burbank, Califoraia 

Mrs. Barbara Neelans, Treasurer 

4961 Kester, Apt. 3 

Sherman Oaks, California 


VIRGINIA DARE CHAPTER 
Raleigh, North Carolina 
Installed March 11, 1960 
by O. Henry Chapter 
Miss Lucile Anthony, President 
Box 1912 
Raleigh, North Carolina 
Mrs. Pauline D. Newton, Vice President 
Hudson-Belk Company 
Raleigh, North Carolina 
Mrs. Patricia Brickholse, Recording Secretary 
642 Shelley Road 
Raleigh, North Carolina 
Miss ulia F. Carroll, Corresponding 
Secretary 
877 W. Smallwood Drive 
Raleigh, North Carolina 
Miss Lula Mae Davis, Treasurer 
408 Pershing Road 
Raleigh, North Carolina 


WORCESTER CHAPTER 
Worcester, Massachusetts 


Mrs. Helena W. Sarty, Vice President 
103 Mower Street 
Worcester, Massachusetts 


Kansas City 6, Missouri 
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“THE VOCATION OF EVERY MAN AND WOMAN IS 10 SERVE OTHERS” 


Tolstoi 


15th ANNUAL CONVENTION 
THE NATIONAL SECRETARIES ASSOCIATION (International) 


July 20-23, 1960 


Pittsburgh Hilton Hotel —- PITTSBURGH, PENNSYLVANIA 


highlights: (see MAy Issue THE SECRETARY for detailed agenda) 


Thursday, July 21 


Opening Business Session 
, Secretary of the Year Luncheon 
W ednesday, July 20 Division Officers’ Get-together 
Certified Professional Secretary Event 


Convention Activities 


Four special forums, arranged to be educationally stimulating: 
Latest in Office Equipment and New Techniques Friday, July 22 


Liberal Arts “At Your Service’ (Panel of International officers) 
rene Balloting for International officers 
Human Motivation 


Parliamentary Procedures Saturday, July 23 
Chapter-at-Large Meeting Presentation of Awards 
Open House Installation Banquet 


PLEASE TURN TO PAGE 28 FOR SPECIAL EVENTS 


(tear out and send in) 
registration form (PLEASE TYPE OR PRINT) 


Members other than delegates, alternates, and division representatives 
Send this registration form and remittances to the Executive Secretary 
The National Secretaries Association (Intl), 1103 Grand Avenue, Kansas City 6, Missouri 
as soon as possible, but no later than July I. 


(Cancellation of registration must be made by July 1 to obtain refund of fee.) 





NAME — ADDRESS. acetic 








CHAPTER AFFILIATION 











Please check if you are: CPS Division officer (at time of convention) es 
Attach check or money order for registration fee of $20.00, payable to The Nationa! Secretaries Asso- 
siation (Intl). ($15.00 for any period after Thursday.) 


Please check if you plan to attend: 


LATEST IN OFFICE EQUIPMENT & NEW TECHNIQUES FORUM_______ 
FRIDAY EVENING HOME TRUST FUND EVENT 





LIBERAL ARTS FORUM 





iM (ATTACH CHECK OR MONEY ORDER FOR $7.00 
ae ae PAYABLE TO THE NATIONAL SECRETARIES ASSOCIATION (INT’L) 





PARLIAMENTARY PROCEDURES FORUM 
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Special Events 


July 15-17 


Weekend in New York City 
(See March issue THE SECRETARY Page 6 for details) 


Friday, July 22 


Best Dressed Working Woman Contest and Dinner. Total cost 
$7.00. Sponsored by NSA Home Trust Fund. 


Post Convention Tours 


“European Holiday for Secretaries” 
For the benefit of NSA Home Trust Fund. 





Wednesday through Saturday 
Outstanding exposition of products for: 


BETTER LEARNING — such as books and visual aids, 


educational institutions; 


BETTER LETTERS — such as carbon paper, duplicating 
equipment and supplies, filing supplies, mailing equipment, 
offset equipment and supplies, photocopying equipment, sta- 
tionery supplies, typewriters and accessories; 


BETTER LIVING — such as beauty aids, fashions, foods, 
hobbies, sports, interior decorating, office furniture, travel, 
vacations. 


REGISTER NOW 


Membership Dues 


Delegates and 


for 1960-1961 must be received at Headquarters (transmitted through your chapter treasurer) 
before your registration can be confirmed. 


Your registration must be sent through your chapter, accompanied by certification on form provided 
to your chapter. Registration deadline June 15. (Cancellation must be made by July 1 to obtain 


Your registration must be sent through your division, accompanied by certification on form provided 
to your 1959-1960 division president. Registration deadline June 15. (Cancellation must be made 


Make direct with the Pittsburgh Hilton on form provided on page 29 of this magazine at the time 


Alternates refund of fee.) 

Division 

Representatives by July 1 to obtain refund of fee.) 
Hotel the P 

Reservations you send your registration to Headquarters. 


(Convention Registration Blank on Reverse Side) 
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THOSE LITTLE THINGS 
(Continued from Page 25) 


secretary will continue in her efforts 
until she gets the necessary informa- 
tion, some salesmen will decide that 
it is just as easy to cooperate in the 
first place. Often, the individual 
salesmen must be “treated with kid 
gloves.” 


The approach used in getting co- 
operation from one salesman may not 
work with another. This is where 
ingenuity on the part of the secretary 
will pay off. She may have to develop 
special methods of dealing with cer- 
tain members of the sales force in 
order to get the best cooperation. 


Stay One Jump Ahead 


When your employer makes an 
engagement three weeks ahead, do 
you make it a point to remind him 
two or three days beforehand just in 


case he has forgotten? To take this 
example a step further, if you know 
what data will be required for this 
engagement, do you take the initia- 
tive in preparing as much of it as you 
can and presenting it to him for re- 
view a few days before the engage- 
ment? 

Do you keep a file of important 
events and dates so that you may 
remind your employer of them? If 
he is a busy man, he will be grateful 
for such reminders. 


Your Best Manners Forward 


Is the telephone a helpful piece of 
office equipment or an annoyance? 
On the other hand, how could your 
office function effectively without 
this wonderful invention? Learn to 
expect its ring and answer in a clear, 
friendly tone. 

Are you considerate in entering 
your employer’s office? Do you re- 


frain from asking questions when he 
is concentrating or adding a column 
of figures? Do you try to minimize 
interruptions by asking him all ques- 
tions at one time? Do you speak up 
in a clear (but not harsh) voice when 
talking to your employer so that he 
can hear what you say without dif- 
ficulty? A soft voice may be lovely 
in certain circumstances, but it can 
be annoying to an employer to have 
to ask his secretary to repeat what 
she says too frequently. 

At this point, we may begin to 
wonder when the secretary can find 
time for letters and other work if so 
much attention to a myriad of detail 
is necessary. Effective attention to 
details at the right time is an art to 
be developed over a long period of 
time. 

In short, it seems the secretary 
must be ever in pursuit of those litile 
things. 


itisburg 


*All Rooms with Radio and TV 


Hotel Reservations will be accepted by the Pitts- 
burgh Hilton Hotel ONLY if the attached form is used. 


Mail this form to: 


FRONT OFFICE MANAGER 


The Pittsburgh Hilton 
Gateway Center 
Pittsburgh 30, Pennsylvania 


Please Reserve....... Room (s), of the type ( 


Pee, Wa. ee ee ee 


Departure Date 


Ie EME PA SEAN Mle oe oe ne ae ee 

Parlor Suite For One 
Adress nn enna eneeeennen cece sceeneceeettcnnecenetcennccnnees Parlor Suite For Two From 
9 eee eRe PREVA SCNT T SAS, eee eee 
ING occ ce af rg 2 aa ies 


*All Rooms are Air Conditioned 


Room & Bath $ 9.00 (] $13.00 (J 
For One Per Day $14.00 [] $18.00 [J 
Double Bedroom with $13.00 [] $15.00 Fj 
Bath For Two Per Day $16.00 [] $20.00 [Fj 
Twin Bedroom with $15.00 [] $17.00 Fj 
Bath For Two Per Day $18.00 [] $22.00 [J 
) below: 
Suite-Living Room, Bedroom and Bath 
Ce ™ Studio For One $28.00 [] $30.00 $33.00 G] 
at _M Studio For Two $32.00 [] $35.00 [] $37.00 Fj 


$46.00 [] $50.00 F 
$50.00 [ 


More Than Two Persons In One Room 


$4.00 Each Additional Person. 


Reservations Held Until 6 P.M. Unless Later Time Is Specified 
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White Elephants for Profit! 


Flower City Chapter, Rochester, New 
York, brought “White Elephants” 
valued at at least one dollar to their 
Christmas Party. These gifts, 
wrapped as Christmas gifts, were 
auctioned at the party and the pro- 
ceeds donated to the Monroe County 
Infirmary, an annual civic project of 
the chapter. Blossom Time reports 
further that the Infirmary invited the 
members to the hospital later to see 
how their money was spent. 


Kin ness 


“So many gods, so many creeds, 
So many paths that wind and wind; 
When just the art of being kind 

Is all this sad world needs.” 
Berkshire Hills Chapter, Pittsfield, 
Massachusetts. 


Stay Alive After Five! 


Members of Long Island Chapter, 
New York, who are taking a course 
in braille reading and writing offered 
by the Industrial Home for the Blind, 
will transcribe children’s books into 
braille. 


dt 1 Meal 


The Newsletter of Quaker City 
Chapter, Philadelphia, Pennsylvania 
reports the chapter has a suggestion 
box prominently displayed at all 
meetings to receive the “gripes” and 
constructive criticisms of the mem- 
bers. 


Foreign be A vor 


Queen Anne Chapter, Long Island, 
New York, recently cooperated with 
Bay Shore Business and Profes- 
sional Womens Club in a symposium 
which included a panel on “How We 
Can Encourage Women to Partici- 
pate More Effectively in Public 
Life.” Madam Grinberg-Vinaver of 
the United Nations moderated a 
panel of representatives from the 
Philippines, Japan, Burma, Pakistan, 
India, and Indonesia. New York 
State Division Bulletin. 


the a [ Ch ords 


Speaker at a meeting of the London 
Centennial Chapter, London, On- 
tario, recently stressed three things 
that enter into proper speech: Pro- 
nunciation—the utterance of words; 
Enunciation—the manner of the ut- 
terance; and Articulation—the action 
of the speech organs in the function- 
ing of the words. All three should be 
perfected to ensure clarity and un- 
derstanding in communication. 
Words should be carried on a stream 
of breath and this stream of breath 
should come from the diaphragm. 
This is the only way to project the 
voice—it cannot be done by strain- 
ing the vocal chords. Over The Years. 


. ~ a 7 


Each member of Crossroads of 
America Chapter, Indianapolis, Indi- 
ana, contributed $1.00 for this pro- 
ject. The contribution was given to 
Westside Social Workers and the 
money was used for the purchase of 
shoes, clothes, books, or any other 
school supplies a child might need. 
These children were not eligible to 
receive aid under the welfare pro- 
gram of the community. Pothooks 
and Transcripts. 


a Wheel 


The Secretaries Week committee of 
the Pennsylvania division suggests: 
It is our feeling that this Week 
should be one not to “honor” secre- 
taries, but to stress the place secre- 
taries hold in the business world and 
in the community—and our responsi- 
bilities. We hope this is the road 
you take in your local publicity for 
the Week, keeping it dignified and 
professional.” 


olong an 


By special arrangements with the 
telephone company Hawaii Chapter 
visited with San Gabrial Valley 
Chapter in California at a recent 
meeting. The conversation could be 
heard by everyone present. 

Small world isn’t it? 
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Opera tion Hobby ! 


Members of Hawaii Chapter were 
asked to pursue their favorite hobby 
and earn extra money in their spare 
time. Each member was asked to re- 
mit to the treasurer at least $5.00 
which had been earned in her spare 
time. Suggestions were: dressmaking, 
crocheting, knitting, Zabuton making, 
handbag making, picture taking, 
ceramics, jams and jellies, baking. 
An “achievement” list was published 
monthly in Grass Shack News and 
besides making their treasury grow, 
the members became acquainted 
with each other by knowing their 
varied interests. 


How to Get Ahead! 


Get the proper training. 

Be willing to assume responsibility. 

Pick a growing vs. a static 
organization. 

Like and get along with all kinds of 
people, especially other women. 

Work hard and show your 
enthusiasm for the job. 

Master your emotions. 

Remember that you are a LADY. 

Southern Accent, Old Dominion 
Chapter, Richmond, Virginia. 


Chapter Self-Improvement 


The education committee, Albany, 
New York Chapter, has recom- 
mended that a portion of the scholar- 
ship fund be used for self-improve- 
ment of members. Reflections. 


Memo to Ye Editor 


“We were delighted to see in the 
December issue the article: ‘A Secre- 
tary Views Housing’ by Betty Za- 
chow. But we were alarmed when 
she was transferred lock stock and 
barrel to the Sacajawea Chapter. We 
are very fond of our talent and want 
to keep her. What a catastrophe 
when she is shuffled off to Seattle— 
and without our permission, too! 
Won’t you please return one Betty 
Zachow, CPS, to Spokane Chapter 
where she rightfully belongs. Signed: 
Some of Betty’s Spokane NSA fam- 
ily.” 

Ye Editor is most happy to oblige. 
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fa Ciciitite al Whrk 


Worcester, Massachusetts Chapter’s 
education committee lists in the 
monthly bulletin the catalog num- 
bers of books in the CPS bibli- 
ography which are in the Worcester 
Public Library, and has made ar- 
rangements for CPS candidates to 
sit in on dictation classes and rent 
dictation records from local secre- 
tarial schools. 


Se, the Cuitend 


When King Rukidi III, the Omu- 
kama of Toro, visited Canada’s hos- 
pitals, schools, and industries, mem- 
bers of Toronto, Canada Chapter 
were surprised to see his secretary 
kneel to give “the Boss” his letters, 
telephone messages, and files. 


A Littl Soda? 


The Brazoria Link reports that a net 
profit of $578.83 was realized by 
Brazoria County, Texas Chapter 
from a soda water booth at the 
Brazoria County Fair. 


| fhe Whaben! 


The membership committee of 
St. Paul, Minnesota Chapter, has 
this to say about recruiting members 
for NSA: 

“Pick up your telephone and invite 
another secretary to a function of 
NSA. Don’t be selfish. Share the 
benefits of NSA with all secretaries. 
Try to interest a secretary in being 
a better secretary by becoming a 
member of NSA. Many secretaries 
are interested in becoming better 
secretaries—so play up the educa- 
tional benefits to be derived from 
membership in NSA. Have YOU 
helped your membership committee 
recruit members? Recruiting new 
members is NOT the job of the 
membership committee alone. The 
membership committee is the most 
dependent of any chapter committee; 
it depends on your help to get new 
members. It is the responsibility and 
obligation of every member to con- 
tact prospects and follow through 
with those contacts until a definite 
“yes” has been given.” The Bulletin. 


Mews Your Credit Rating? 


From the executive board letter in 
The Manhatter, New York City 
Chapter, we quote: “Chapter activi- 
ties cannot run themselves. They 
require active, working committees. 
It is simple enough to sign up for a 
committee, but unless we actually do 
the work, we are cheating not only 
the Association but ourselves. How 
is your credit rating?” 


hat’, Tolling Them 


Niagara Falls, New York Chapter 
presented each boss at their Boss 
Night Round-up with a copy of 
Whirlpool Whispers containing more 
than twenty pages of information 
about their secretaries and NSA. 


‘Why 9 Would Like to 
, A Secretary i 


This is to be the title of an essay 
contest during Secretaries Week for 
high school students in the local area 
to be sponsored by Bryan-College 
Station, Texas Chapter. First prize 
will be $10 and second prize $5. 
Winners will be invited to a chapter 
dinner that week. 


M5 alates You Think! 


You can still join the NSAHTF 
European Holiday for Secretaries if 
you send your application now. 


NSA Salesmen! 


In Ttereve Notebook, the member- 
ship committee of Ttereve Chapter, 
Everett, Washington, promotes mem- 
bership in NSA as follows: ‘““Member- 
ship is open to any woman working 
as a secretary who has had secretarial 
training and at least two years’ ex- 
perience as a secretary. All of us are 
good salesmen and since NSA is a 
grand product to push, we should 
find it easy to increase our member- 
ship by 5-10-15—all kinds of possi- 
bilities.” 
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dates to remember — 


Secretaries Week 
April 24-30, 1960 


Secretaries Day 
April 17,1960 


Certified Professional Secretary 
Examination 
May 6-7, 1960 


15th Annual NSA International 
Convention 
Pittsburgh Hilton Hotel 
Pittsburgh, Pennsylvania 
July 20-23, 1960 


DIVISION MEETING DATES 


Arkansas-Oklahoma Division Meeting 
Hostess: Enid Chapter 
Youngblood Hotel, Enid, Oklahoma 
April 16-17, 1960 


Kansas Division 
Hostess: Wyandot Chapter 
The Town ines Hotel, Kansas City, 
Kansas 
April 23-24, 1960 
Illinois Division 
Co-Hostesses: Joliet and Kankakee 
Chapters 
Joliet Illinois (Hotel Not Listed) 
April28-30, 1960 


THE NEW ENGLAND 
CONFERENCE 


Massachusetts Division 
Connecticut Division 
Rhode Island Division 
Co-Hostesses: Waterbury, Bristol, Dan- 
bury, and Torrington Chapters 
Roger Smith Hotel, Waterbury, 
Connecticut 
May 13-15, 1960 


Colorado-Wyoming-Montana 
Division 
Hostess: Teton Chapter 
Casper, Wyoming (Hotel Not Listed) 
May 13-15, 1960 


Delaware-Maryland-District of 
Columbia Division 
Hostess: Delaware Chapter 
Hotel Du Pont, Wilmington, Delaware 
May 13-15, 1960 
Georgia Division 
Hostess: Savannah Chapter 
Hotel Desoto, Savannah, Georgia 
May 13-15, 1960 
Oregon Division 
Hostess: Amanuenses Chapter 
Eugene Hotel, Eugene, Oregon 
May 13-15, 1960 
Wisconsin Division 
Hostess: Madison Chapter 
The Ivy Inn, Madison, Wisconsin 
May 13-15, 1960 
Minnesota-North Dakota Division 
Hostess: Minneapolis Gopher Chapter 
Hotel Leamington, Minneapolis, Minnesota 
May 14-15, 1960 
New Jersey Division 
Hostess: Trenton Chapter 
Princeton Inn, Princeton, New Jersey 
May 14, 1960 
Virginia Division 
Co-Hostesses: Chesapeake, Norfolk, Penin- 
sula, and Newport Chapters 
Hotel Chamberlain, Old Point Comfort, 
Virginia 
May 14, 1960 
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Alabama Division 
Hostess: Tuscaloosa Chapter 
Hotel Stafford, Tuscaloosa, Alabama 
May 20-22, 1960 

Arizona-New Mexico Division 
Hostess: Valley of the Sun Chapter 
Hotel Safari, Scottsdale, Arizona 
May 20-22, 1960 


Canadian Division 
Hostess: Windsor Chapter 
The Elmwood Motel, Windsor, Ontario 
May 20-22, 1960 

Iowa Division 
Hostess: Sioux Chapter 
Sioux City, Ioda (Hotel Not Listed) 
May 20-22, 1960 

Michigan Division 
Hostess: Tuebor Chapter 
Pick Motel, East Lansing, Michigan 
May 20-22, 1960 

Missouri Division 
Hostess: Westport Chapter 
Hotel Bellerive, Kansas City, Missouri 
May 20-22, 1960 

New York State Division 
Hostess: Binghamton Chapter 
Sheraton-Binghamton Hotel, Binghamton, 

New York 

Ohio Division 
Hostess: Cincinnati Chapter 
Hotel Sheraton Gibson, Cincinnati, Ohio 
May 20-22, 1960 

Tennessee Division 
Hostess: Oak Ridge Chapter 
Oak Ridge, Tennessee (Hotel Not Listed) 
May 20-22, 1960 

Washington Division 
Hostess: Pas-Ric-Ken Chapter 
Desert Inn, Richland, Washington 
May 20-22, 1960 


West Virginia Division 
Hostess: Beckley Chapter 
Beckley Hotel, Beckley, West Virginia 
May 20-22, 1960 


Kentucky Division 
Hostess: Louisville Chapter 
Louisville, Kentucky (Hotel Not Listed) 
May 21-22, 1960 


Texas-Louisiana Division 
Hostess: Resort City Chapter 
Baker Hotel, Mineral Wells, Texas 
May 21-22, 1960 


district assistant 
editors 


Great Lakes District, Mrs. Anne Tipner 

c/o AMA, 535 North Dearborn, Chicago 10, 
Ilinois 

Northeastern District, Dorothy Lundblad, CPS 
South Eagleville Road, Starrs, Connecticut 


Northwestern District, Mrs. Velma Thompson 
R. R. No. 1, Box 221, Le Claire, lowa 

Southeastern District, Mrs. Thelma McGrath 
c/o The Courier Journal, Louisville, Kentucky 


Southwestern District, Mrs. Bernice Goodwin 
106 Vista del Mar, Redondo Beach, Calif. 





Mississippi Division 
Hostess: Malabouchia Chapter 
Hotel Heidleberg, Jackson, Mississippi 
May 21-22, 1960 


California Division 
Hostess: Sacramento Chapter 
Sacramento, California (Hotel Not Listed) 
May 21-22, 1960 


Nebraska-South Dakota Division 
Hostess: Neboma Chapter 
Omaha, Nebraska (Hotel Not Listed) 
May 21, 1960 

Florida Division 
Hostess: Daytona Beach Chapter 
Daytona Plaza, Daytona Beach, Florida 
May 27-29, 1960 


Pennsylvania Division 
Co-Hostesses: Quaker City and Philadel- 
phia Chapters 
Hotel Warwick, Philadelphia, Pennsylvania 
June 3-5, 1960 


GEnStOCrSs 
to CPS Quickie Quiz 





on Page 19 
1. (d) 7. (b) 
2. (a) 8. (c) 
3. (c) 9. (c) 
4. (b) 10. (b) 
5. (a) 11. (a) 
6. (b) 12. (d) 






























NO CARBON-TETRACHLORIDE 


Handy dauber whisks away dirt and 
lint in seconds — no spattering! 
Non-inflammable; slow-evaporating, 
hence economical. Look 

for the attractive new 4 
24 orange-and-blue carton. |Ifi 

: CLAR-O-TYPE makes 
typewriter type sparkle. 





CLAR-O:TYPE 


CLEANS TYPE CLE ANER 
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reservation deadline 


extended to 


June Ist 


Write to Clare H. Jennings, Tours Coordinator, 
5146 Berenice Avenue, Chicago 41, Illinois 
for brochure on the two- or three-week tours. 


TWO-WEEK TOUR 
SIX COUNTRIES 


$790 


England 
Holland 
Belgium 
Germany 
Switzerland 


France 


THREE-WEEK TOUR 
EIGHT COUNTRIES 


$970 


England 
France 

Italy 
Switzerland 
Austria 
Lichtenstein 
Spain 
Portugal 


Trustees — NSA Home Trust Fund 





PLAN 
NOW 


to 
attend 
the 


NSA INTERNATIONAL CONVENTION 


NEW PITTSBURGH HILTON HOTEL 
PITTSBURGH, PENNSYLVANIA 


JULY 20 to 23, 1960 





